Concur User Guide
How to Book Travel for a Guest Traveler

Travel Arrangers must have the permission assigned to them to be able to book for a guest
traveler. Please contact your department travel coorindator for this access. Once you have the
permission, follow the steps below.

Step 1: Select “Book for a Guest” in the Trip Search.
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Step 2: Once you have clicked “Book for a Guest”, you will see “Booking for a Guest” on the left
hand side to let you know you are now booking for a guest. Enter the search criteria for the guest
traveler and click “Search”.
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Step 3: After the search is complete, you will see the results displayed at the top of the page.
Once you have filtered your flights, and found the one that meets the guest’s needs, select the
blue button displaying the price for that flight.
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Step 4: You will now review the flight information and verify that your selection meets the

guest’s needs.
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Step 5: You will then be prompted to enter the guest’s information. If the guest has traveled
previously and their airfare was booked in Concur, you may be able to look them up by selecting
the “Look up a previous guest by name” radio button.

Please make certain that the first and last names shown below are identical to those on the
photo identification that the guest traveler will be presenting at the airport. Due to increased
airport security, the guest may be turned away at the gate if the name on their identification
does not match the name on their ticket.

When completing these fields, the email address entered here is the one receiving the final
itinerary. To ensure the final itinerary is sent to you, when booking for a guest traveler, enter
your email address and then forward it to the guest traveler.

ENTER TRAVELER INFORMATION

Enter the name ofthe guest traveler you're booking the trip for. The guest's trip will be subjected to the "Guest Class” policy, orin its absence, the
policy which applies to you. Once the trip is booked, it will show up on your Travel home page and be assigned to your account. When you view
the itinerary, you will see the traveler's name on the itinerary.

Please make certain that the first and last names shown below are identical to those on the photo identification that the guest traveler will
be presenting at the airport. Due to increased airport security, the guest may be turned away atthe gate ifthe name on their identification does
not match the name on their ticket.

Guest Traveler

® Manual Entry Look up & previous guest by name:
Titke Legal First Name Middle Mame (on 1D} Legal Last Mame
T Jos T Mo Middle Name Smith

Gender Date Of Birth

Male ¥ T 05/08/108¢
Known Traveler Mumber i) DHS Redress No. (7]
Phone Email

B163763874 Select T travelcoordinator@dgs.ca.gov

Frequent Flyer Programs
For Delta

Delta ki

SEAT ASSIGNMENT

Make your trip more enjoyable by selecting your seats now. Ctherwise, Concur will request them for you.

REVIEW PRICE SUMMARY

Description Fare Taxes and Fees Charges
Airfare $213.06 4444 $258.40

Total Estimated Cost: $258.40
Total Due Now: $258.40

SELECT A METHOD OF PAYMENT

How would you like to pay?
= Choose a credit card

Citi BTA" (..1428) ¥ |i@

* Indicates credit card is & company card

By completing this booking, you agree to the fare rules and restrictions and hazardous goods policy.

Back Reserve Flight and Continue




Step 6: Once you have clicked “Reserve Flight and Continue”, proceed with the car and/or hotel
reservation, if necessary, and then review the Travel Details page. Once you have verified all
information and you are ready to complete the booking, click “Next” at the bottom of the page.

Trip Summary

@ Finalize Trip

Review Travel Details

Enter Trip Inform

Travel Details

TRIP OVERVIEW

l'want to... Trip Name: Trip from Sacramentoto Los Angeles [ForJoe T Add to your Itinerary
= ith}

Sm =ik

Start Date: Cetober 11,2017 = @ =
End Date: Dotober 12,201
Created: May 16, 2017, William Never (Modified: May 16, 2017)
Deseription: (Mo Deseripion Available) =

Agency Record Locator: HHEMAR

Passengers: Jos T Smith

Total Estimated Cost: 525840 USD pess =)

o Airfare must be ficketed by: 05H82017 2:00 AM Eastern

RESERVATIONS
Wednesday, October 11, 2017
e} Flight  Sacramento, CA (SMF) to Los Angeles, CA (LAX) Snange | Cancel 31 A

Delta 5703

Confirmation: HIBWWX
Status: Confirmed

Departure: 08:30 AM

Seat 12C Confirmed) /. Change Seat
Bacramentn inbemational (34F)

Tammima A

Dwration: 1 heowr, 37 mimates

Morstop

Arrival: 10:07 AM
Los Angedes infll (LAX)
Temminal: 2

Additionall Defalls
AR E-175 Distance: 373 miles
E-Ticket

Emissions: 2357

Cabin: MAR L) Mizal- No Ml Served

o Add to your ltinerary

e} Flight Los Angeles, CA (LAX) to Sacramento, CA (SMF)

Delta 5775

Change | Cancsl all Alr

Confirmation: HIBWWX
Status: Confirmed

Departure: 05:40 PM
Aeat 148 (Confirmed) #/  Channe Seat

Los Angedes infl (LAX)
Terminal: 2

Dreration: 1 howr, 265 minetes
Monstop

Arrival: 07:06 PM
Tacramensy itemational (3]
Temminal: A

Additional Dedalls
Alrcrat BT Distance: 373 miles

Emissions: I35.7 Ibs SO
Canins MAR CAE™ L)

o Add to your ltinerary

TOTAL ESTIMATED COST

Rimal- Mo Ml Zayed

Air igw Fars Rulss
Alrtare quoted amount: 3213.96 USD
Tames and fees: 34448 USD

Total Estimated Cost: $256.80 USD

TICKET NOT YET I55UED. AIRFARE GUOTED IN TINERARY |5 NOT GUARANTEED UNTIL TICKET 5 ARE 15 SUED.




Step 7: You can name your trip or add a description. If requested by your agency or department,
enter a billing code/cost center/FiSCal number for the guest traveler in the appropriate field(s).
Select “Next” to complete the booking.
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Trip Summary
. ) Trip Name Trip Description (optional)
Finalize Trip This will appear in your upeoming trip list.  Used to identify the trip purpose
~ Review Travel Details Trip from Sacramento to Los Angeles (For
Enter Trip Information Joe T Smith)
Submit Trip Confirmation

Send a copy ofthe confirmation to: @

‘1rave\cuurdmatar@dgs ca.gov ‘

Send my email confirmation as
® HTML ()Plain-text

Cast Center [Required]

You may HOLD this reservation until: 05/18/2017 02:00 am Eastern

Please enter information about this trip then press Next to finalize your reservation. If you close at this point your reservation may be cancelled.
Note: Any part of the trip that is instant purchase or has deposit required will not be cancelled.

T Gancl T

Step 8: After selecting “Next” you will have one last time to review all your selections and entries.
Verify that all of the details are accurate, and then scroll to the bottom and select “Purchase Ticket”.

TOTAL ESTIMATED COST

Air View Fare Rules
Airfare quoted amount: $213.96 USD
Taxes and fees: $44.44 USD

Total Estimated Cost: $258.40 USD

TICKET NOT YET ISSUED. AIRFARE QUOTED IN ITINERARY IS NOT GUARANTEED UNTIL TICKETS ARE ISSUED.

TRRE R MCOMENT TO FILL COUT CUR CUSTOC
SURVEY AT WWW.SURVEYMCNEEY.COM/S
VELSTCRE PHONE NUMBER £77 454-B7B5

Almost done... Please confirm this itinerary.

Display Trip Purchase Ticket=> Cancel Trip

Step 9: You will then be redirected to a confirmation page with a “Finished” message.

Step 10: After you have completed the booking process, you can review/verify the status of the trip
from the main Concur page by selecting “My Trips.” The name of the guest will appear in the trip
details.

If you have additional questions, please call the DGS Statewide Travel Program at (916) 376-
3974 or via email at statewidetravelprogram@dgs.ca.gov.
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